PROCEDURE FOR STAMPING OF CONTRACTS

FOR EMPLOYMENT OF FOREIGNERS

A. FOR ALL THE CASES

1. Complete a contract for each foreigner and make (5) photocopies. The contracts should be properly completed and signed by the parties and the witnesses (in case the foreigner is not in Cyprus, his/her signature is not necessary).

2. Each contract should bear £1 stamp duty (except the original). Cancel the stamps with your initials and the date.

3. Submit to the District Labour Office the initial letter of approval from the Ministry of Labour & Social Insurance, with the contracts of employment for stamping.

4 Submit the Social Insurance Contribution Report & Receipt for the last 12 months. The same exists for the self-employed personnel.

B. IN CASES OF RENEWAL/REPLACEMENT OF ALIENS
5. In case of replacement of a foreigner who leaves the country, write the word Replacement, as well as the name and the MP.NO of the foreigner, who leaves, on the upper part of the first page of the contracts.

6. In case of renewal of an employment contract write the word Renewal on the upper part of the first page of the employment contract as well as the MP NO of the foreigner (It appears on the pink slip of the TRE- Temporary Residence & Employment permit of the foreigner).

7.Health Insurance (covering medical expenses for both hospital and non-hospital confinement)

8. Submit a deposit booklet from a Bank in the name of the foreigner (who applies for renewal of his/her work permit), showing the deposit of his/her monthly salary.

C. FOR THE TOURIST INDUSTRY GENERALLY

Apart from the above (1-8), you should also submit the following:

The Operation Permit from the Cyprus Tourist Organisation (CTO),)

Alcohol Permit (renewed), 




  ( with recent date

A completed report for the Distribution of Service Charge (10%).

Submit the contracts of employment to the Collection Stamps Officer for stamping.

Finally the stamped contracts are submitted to the Aliens Section of the District Police Headquarters for the issue of the work permit. 
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